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United States District Court 
District of Minnesota 

 
Setting Up E-Mail Notification 

 
Media account holders will receive e-mail notification of filings in civil and criminal 
cases.  Account holders may select particular cases of interest, and set up the automatic e-
mail notification in their user account. When viewing the filings, the PACER system will 
charge the account holders $.08 a page with a cap of $2.60 to view the entire document 
on-line.   
 

1. Log into ECF using your ECF login and password issued by the District of 
Minnesota.  

 
2. Click on Utilities. 
 
3. Click on Maintain Your Account. 
  
4. Click on the E-mail Information button at the bottom of the screen. 

 
5. Enter your e-mail address in the Primary E-Mail Address field.  Be sure the 

option “to my primary e-mail address” is selected.   
 
6. Your ECF account may have up to two back-up e-mail addresses attached to it. If 

the “to these additional addresses” option is selected, the ECF account holder 
may type two back up e-mail addresses in that box. Be sure to separate the two 
addresses with a comma.   

 
 

 
 

7. You will see a check next to “Send notices in cases in which I am involved”. 
Click instead on the box “Send notices in these additional cases” to receive 
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notification of activity for other cases.  In the box to the right, enter each case 
number on a separate line.  Please use the format YY-#### (e.g., 06-3499).   You 
do not have to be a party in the cases entered.   

 
8. Select the type of notice you would like to receive.  Note that “Send a notice for 

each filing” is automatically selected.  This selection sends notices to you 
immediately upon filing.  Click on “Send a Daily Summary report” to have a 
summary of the notices sent to you at the end of the day (midnight).     

 
9. Under Format Notices, select the format of the notices most appropriate for your 

e-mail system. Select “html format for Netscape or ISP e-mail service” or text 
format for cc:Mail, Groupwise, or other e-mail service. Some experimentation 
may be required.  
 

10. Click on the Return to Account Screen button when finished. From the main 
account screen window click on the Submit button. You will receive a 
confirmation screen listing the cases and e-mail options you have selected. Click 
on Submit again to finalize the changes. 
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United States District Court 
District of Minnesota 

 
New Cases System 

 
The new cases system is a custom report in ECF created by the District of Minnesota. 
The free report is available on our website (www.mnd.uscourts.gov) and in ECF. It lists 
the new cases opened in our district within the last 30 days.  
 

1. Log into ECF using your ECF account. 
 
2. Click on Reports.  

Note: If you used your ECF login, you will be prompted for your PACER login 
before you can continueMay 23, 2007. 

 
3. Under the Local Reports heading, click on the New Cases link.  
 
4. The New Cases Report appears in a table format. There are no filtering or sorting 

options available. The list is always up-to-date. 
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United States District Court 
District of Minnesota 

 
Docket Sheets 

 
The docket sheet link will provide access to civil or criminal cases in the District of 
Minnesota.   
 

1. Log into ECF using your ECF account. 
 
2. Click on Reports.  

Note: If you used your ECF login, you will be prompted for your PACER login 
before you can continue. 

 
3. Under the Reports heading, click on the Docket Sheet link.  
 
4. Enter the case number and any limiting factors such as date ranges or document 

numbers and run the report.   
 

This is the same information that is available from the public terminals in the clerk’s 
offices. 

 
 
 

 
 

 
 

 


